
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

^IMMAND INSPECTION PROGRAM
,. "JPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Central Division
Division:

Central Division
N umbef:

401
Evaluated by:

Serqeant Scott Goddard
Date:

0611112009
Assisted by:

SSA Sandy Padilla
Date:

0611112009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section' Additionally, such

Oiscrepancieõ and/or defìciencies shall be documented bn an Exceptions Document and addressed to the next level of command'

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only ¿"n"i"nt it"t. n""O

TYPE OF INSPECTION

X Division Level ! Command Level

fl Executive Office Level f] Voluntary Self-lnspection

Lead lnspector's Signature;

s. é.2
Follow-up Required:
[l Yes X rrlo

Ll Follow-up lnspection Date:

06111t2009

For applicable policy, refer to: HPM 11.2, Chapter 3

-7---7f-
t/

1. Are allemployees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
I nterest Statement, Emplovee, form?

X Yes nNo fl N/A Remarks:

2 Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes E l.lo fl rurn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes INo fl rurn Remarks:

4, Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes nNo E ruln Remarks:

5 lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes []No fl N/A Remarks:

6, When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nNo ! N/A Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X l.lo !vn Remarks:

8 Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes n ¡¡o n ¡¡¡n Remarks:

9. Are bank statements reconciled with the CHP 317
CalCard Log and the receipts/invoices? X Yes !No I N/A Remarks:

cHP 6800 (Rev 09-08) OPr 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

^IMMAND INSPECTION PROGRAM
...JPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes fl No E ru¡n Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes n ¡¡o !vn Remarks:

12 Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes ENo fl N/A Remarks:

13. Are CalCards maintained in a secure area?
lX Yes [-l tlo l--l N/A Remarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes nruo n ru¡n Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes nNo n Nln Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes XNo Ivn Remarks:

CHP 68oD (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT oF CALIFORNIA HIGI_IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command procurements
Cal-Card Program

==::::::=::==::_

Command:

Bakersfield
Divis ion:
Central

Number:
420

Evaluated by:

L. Logan, Sgt
Date:

11124t2008
Assisted by:.T. 

Roberts, Lt,
Date:
11t24t2008

FËIH C#FY
Page 1of 2

INSTRUCTIoNS: Answerindividual iternswith'Yes''or"No"alrswers,orfìll intheblanksasindicaled. Anydiscrepancieswithpolicy,applicable legal statues,ordefìcienciesnotedlntheinsoectionsshauÅoçomnrenledonviathe,,Renarks,,section. 
Additionally,suchvv¡,,,,¡e,,reu ur I v rq il rE 

^Þ ildt tls Secltofì. AoolUonally, sucrì
Document and addressed to the next level of command.

i correclive action(s) taken. lf this form is Lrsed as a Follow_up
;ted.

TYPE OF INSPECTION

I Division Level

! Executive Office Level

Follow-up R
Yes

For applicable policy, refer to: HpM 11.2, Chapter 3

X Command Level

I Voluntary Self-lnspection

1, Are all,employees asGoffi
Card program completing the CHp 7BS, Conflict of
lnterest Statement. E

each vendor utilized?

utilized?

utilized?

form?2. AreSTD.21 Drug rreè@
maintained within the Cal Card command file for

4

5.

AreSTD.204Payee Dm
in the Cal Card command file for each vendor

Are California lntegrated@
Form 74 documents maintained for eaih vendor

General Seryices maintained in the iile?

o When fair and reasonable isitilized, is the fair and
properlyreasonable method documented and

justified?

9.

L

7

Does the CHP 317 Cal Card I-og tutty desõriOe tne

lf thevendorisasmall@
is the certification letter from the Department of

Are.purchases split i

to circumvent transaction purchase limits?

purchase?

Are bank
CalCard

statements reconciled with theõHp
Log and the receipts/invoíces?

Follow-up lnspection

Remarks: Waived - info verified by
other means (packaging) per CIWMB
form74

Remarks: Not utilized. Low bid or
certif¡ed small business utilized.

) 680D (Rev. 0948) OPI OjO
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2 of 2

10. Is the CHP 317 Cal Card Log properly authorized
and maintained? X Yes I Irto f ruln Remarks:

/1rs ureuil. tf tvotces/recelpts lor returned ltems
maintained with the bank statement? X Yes ! tto fl N/A Rernarks:

¿. t)u |ut t-tretntzeo purcnase recelpts/lnvolces
docurnent the purchase by listing the commodity,
quantity, and unit príce of the item(s) purchased'on
the bank statement

I Yes nNo X ru¡n Remarks: No non-itemized receipts
located.

J. f\re \,at uaros matntatned tn a secure area?
X Yes l-l no I-l t'r¡R Remarks:

q. É\re \,at uaro purcnases pre_approved by the
commander? X Yes Iruo I N/A Remarks:

o. nave al Çarenotoers recetveo tratntng on the
Department's procurement processes? X Yes !No nvn Remarks:

o. ¡\re [errì(s] purcnaseo wttn tne L;al card prohibited
by departmental policy? n Yes Xruo nvn Remarks:

lP 6800 (Rsv 0948) OPt 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Grapevine l. F.
Division:

Central
Chapter:

3
lnspected by:

S. A. Netzer
Date:
06i 1 5/2009

l1-Ii:::_:::::::::::=:::::::::::_::::::=: :::-:-=::::::=:::-:
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number, Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defÌciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

I Division Level X Command Level

I Executive Office Level

Total hours expended on the
inspection:

2 Hours

tr

I
Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

E Yes X tlo

Forward io; Central
Division

Due Date: 1213112008

:li ji::.:ì.;r: ':

I ns pector's Comments Reqa rdino I n novative Practices:

None

Command ons for Statewide lm ent:

None

ector's Findinos:

No correctíon action

Comrnander's Response: X Concur or E Do Not Concur (Do Not Concur shall docunnent basis for

lnspector's Comments: Snall address non concLtrrence by commander (e.g., findings revised, findings unchanged,
etc,

N/A

CHP 680A (Rev. 02{9) oPl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 of 2

Command:

Graoevine l. F.
D iv¡s¡on:

Central
Chapter:

3
lnspected by:

S. A. Netzer
Date:
06/1 5/2009

Corrective Action Plan/Timeline

N/A

lJ Employee would like to discuss this report with
the reviewer.
(See HPM 9.1. Chaoter 8 for aooeal orocedures.)

l_J Reviewer discussed this report with
employee

I Concur n oo notconcur

CHP 6804 (Rev O2-Og) OPI 010



STATE OF CALIFORNU\
DEPARTMENT OF CALIFORNL\ HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:

Grapevine I F.

Division:
Central

Number:

Evaluated by:

Lt. S. A. Netzer
Date:

11t02t2008
Assisted by:

N/A
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or 1ìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTON

fl Divisíon Level X Command Level

f] Executive Office Level ! Voluntary Self-lnspection

Fo
t-

low-up Required:
Yes X ruo

[J Follow-up lnspection 1W#-
For applicable policy, refer to: HPM '1 1.2, Chapter 3

1 . Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

fi Yes nNo ! rutn Remarks:

2. Are STD. 21 Drug Free Workplace certifìcations
maintained within the Cal Card command file for
each vendor utilized?

I Yes ! trlo ! N/A Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes !No ! ¡¡n Remarks:

4. Are California lntegrated Waste Management Board
FormT4locuments maintained for each vendor
utilized?

fi Yes Eruo ! ru¡e Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the ceftifìcation letter from the Department of
General Services maintained in the flle?

I Yes ! t'¡o ¡ N/A Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes fl No !vn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes XNo fl N/A Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes !No nrun Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes !ruo n N/A Remarks:

CHP 6800 (Rêv. o9{8) OPI 01 0



Page 2of2
STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
¡NSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log property authorized
and maintained? X Yes !No n N/A Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes !No E N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes n ¡lo ! N/A Remarks:

13. Are CalCards maintained in a secure area?
X Yes [l tto l-l l.uR Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes !No n N/A Remarks:

15. Have allcardholders received training on the
Department's procu rement processes? X Yes !No n N/A Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmenhlpolicy? X Yes flt'to !run Remarks:

CHP ô80D (Rev. 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:

Sonora Central Division
Number:

(fr?
Evaluated by:

Jeanie Keaster
Date:

12t19t08
Assisted by: Date:

::::=::=::==::=:::=:::::::::=:::::::::__
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal staiues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level E Command Level

n Executive Otfice Level ! Voluntary Self-lnspection

Follow-up Required:
fl Yes X no

ll Follow-up lnspection w',*pq"'72).6
Date:

n-ltaloø
For applicable policy, refer to: HPM 11,2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes I t'to !vn Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes E tlo ! ruln Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes n ¡¡o I N¡n Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X ves nruo I ruln Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X ves n ¡¡o n ru¡n Remarks:

6, When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes I tlo Ivn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? fl Yes Eruo nrun Remarks:

8. Does the CHP 3'17 Cal Card Log fully describe the
purchase? X Yes nNo tr N/A Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? E Yes trruo trrun Remarks:

CHP 6800 (Rêv 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 3'17 Cal Card Log properly authorized
and maintained? X Yes Iruo n ru¡n Remarks:

1'1. Are credit invoices/receipts for returned items
maintained with the bank statement? X ves nruo E ru¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

E Yes nNo n rutn Remarks:

13. Are Cal Cards maintained in a secure area?
XlYes INo l-l vn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo nrun Remarks:

15. Have all cardholders received training on the
Department's procurement processes? XJ Yes I tlo tr N/A Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? I Yes Eruo n ¡ln Remarks:

CHP 680D (Rev 09{8) OPI 010
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Command:

BUTTONWILLOW
Ø26\

Division:
CENTRAL

Number:

Evaluated by:

MARIA PAGANO, OFFICER
Date:
'1 1-1 9-08

Assisted by:

LORIE BERGER 1 1-1 9-08

STATE OF CALIFORNIA
DEPARTMENT OF CATIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

àpplicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, st.tch

Ji"ãiåô.n"iuã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) iaken. lf this form is usetJ as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division l-evel X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

-Plr,-l
Follow-up Required:
IYes XNo

LJ Follow-up lnspection Commander's Signatlle:

/4/z-",*, þ
Date:

/l:2ó 'PF

For applicable policy, refer to: HPM 1 1.2, Chapter 3

1, Are all employees associated with the use of the Cal-

Card program completing the CHP 7BS, Conflict of
lr,ierest .Stalement. Emolovee. form ?

X Yes trNo nvn Remarks:

2, Are STD. 2l Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes nNo ! ru¡n Remarks:

3, Are STD. 204 Payee Data Record forms maintained

in the Cal Card command fíle for each vendor
utilized?

X Yes DNo Ivn Remarks:

4, Are California lntegrated Waste Management Board

Form74 documents maintained for each vendor
utilized?

! Yes I trlo X ruln Remarks:

5, lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes nNo n ¡rn Remarks:

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly
justified?

X Yes fl r.lo I ruln Remarks:

7 . Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes X trto nrun Remarlts:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes Iruo Ivn Remarks;

9. Are bank statements reconciled with the CHP 317

Cal Card Log and the receipts/involces? X Yes ENo nnn Remarks:

CHP 680D (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTIvIENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes [] ¡lo ! ¡¡¡n Remarks:

11 , Are credit invoices/receipts for returned items
maintained with the bank statement? X ves n ¡io I ¡un Remarks:

12, Do non-itemized purchase receipts/invoices
document the pLrrchase by listing the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement.

X Yes nNo fl ¡l¡n Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l tilo tr N¡¡ Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes !No I ruln Remarks:

15, Have all cardholders received training on the
Department's procurement processes? X Yes n ¡lo nvn Remarks:

16. Are item(s)purchased with the Cal Card prohibited
by departmental policy? tr Yes XNo n N¿n

Remarks;

CHP 6B0D (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Cal-Card Program

Page 1of 2

Command:

Foft Teion
Division:
Central

Number:
430

Evaluated by:

C. Whittv, 12228
Date:

11t1212008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore,theExceptionsDocumenl shall includeanyfollow-upand/orcorrectiveaction(s)taken. lfthisformisusedasaFollow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspecled.

TYPE OF INSPECTION

n Division Level ffi Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Cvltffi
Follow-up Required;
l-l Yes X t'to

l_J Follow-up lnspection '"^ffiWffi:L_tr Date:

/l-¡3æ
For applicable policy, refer to: HPM 11.2, Chapter 3

/

L Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Staternent, Emplovee, form?

X Yes nruo n rul¡ Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor ufilized?

I Yes !No I ru¡n Rernarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes !No trvn Remarks:

4. Are California lntegrated Waste Management Board
Form74 docurnents maintained for each vendor
utilized?

X ves nNo n ¡l¡n Remarks:

5. If the vendor is a small business or DVBE is utilized,
is the certification letter frorn the Depaftment of
General Services maintained in the fìle?

X Yes !No ! ru¡n Remarks:

:ÌÞ

6. When fair and reasonable is utilized, is the fair and
reasonable rnethod documented and properly
justified?

! Yes fruo X ru¡n Remarks;

7. Are purchases split into multipf e transactions in order
to circumvent transaction purchase limíts? fl Yes Xruo E ru¡n Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? fi Yes nruo n rurn Remarks:

9. Are bank statements reconciled with the CHP 3'17
Cal Card Log and the receipts/invoices? X yes INo ! rutn Remarks:

CHP 660D (Rev 09-08) OPI 01 0



Page 2 of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Cal-Card Program

10 ls the CHP 317 Cal Card Log properly authorized
and maintained? X ves nruo nNn Remarks:

11. Are credit invoices/receipts for returned items
maintained with the þank statement? fi ves nruo f nln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes I tto E ru¡n Remarks:

'13. Are Cal Cards maintained in a secure area?
X Yes l_l tlo l-l vR Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes Xruo n ruin Remarks:

15. Have all cardholders received training on the
Departrnent's procurement processes? X Yes !No nvn Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? ! Yes KNo I N¡ln Remarks:

CHP 6800 (Rev 09-00) OPI 01 O



STAÍE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Hanford Area
Division:

Central Division
Number:

Evaluated by:

Douq Puder, lD 10045
Date:

1110312008
Assisted by:

Cynthia Gonzales, lD A055Bg 11t03t2008
teDa

;;ñ;;;-;;;;;""*;;;;;;;il;;,*;,;;;;-"-,;;;;;;;;;,-,."*;;ñ;,;,--
on via the "Remarks" section. Additionally, such

and addressed to the next level of command.
action(s) taken. lf this form is used as a Follow-up
eed to be re-inspected.

TYPE OF INSPECTION

! Division Level ffi Command Level

! Executive Office Level ! Voluntary SelÊlnspection

Lead lnspector's Signature:

Follow-up Required:
K Yes l-l ruo

L_l Follow-up lnspection Comma nder's Siqnatutg\;.o";;;FL,gu-1Lj ,

Date:

1110312008

For applicable policy, refer to: HpM 11.2, Chapter 3
\-\

1. Are all employees associated with the use of the Cal-
Card program completing the CHp 7BS, Conflict of
lnterest Statement, Emplovee. form?

E Yes ! tlo n ru¡n Remarks: Originals in command file

2. Are STD. 21 Drug Free Workplace certifications
maintained withín the Cal Card command file for
each vendor utilized?

X Yes Eruo Xrun Remarks: Some, but not all.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

I Yes Eruo E ru¡n Remarks: Some, but not all

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes Eruo n ruln

Remarks: Only being completed by
Drumright's Office Supply. Other
vendors have not returned these
forms to our office

5 lf the vendor is a small busíness or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

[] Yes Xruo ! ¡¡ln Remarks: Some, but not all.

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properfy
justified?

n Yes Fruo tr ruln Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

APLV I
fi ves n ¡lo I N¡n

Remarks: Only one purchase
involving what appears to be a split
invoice was identified on 1110107.
This involved a p¡-opane ourchase8. Does the CHP 317 Cal Card Log fully describe the

purchase? R Yes ! tio E ru¡n Remarks:

9. Are bank statements reconcíled with the CHp 317
Cal Card Log and the receipts/invoices? Fi ves tr ¡lo n ruln Remarks:

CHP 6800 (Rev 09-08) OPf 010



Page 2 of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

'10. ls the CHP 317 Cal Card Log property aut¡roi¡2éd
and maintained? fr ves [] tlo n ruln Remarks:

11 . Are credit invoices/receipts for returned items
maintained with the bank statement? ! Yes tr ¡to E N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unÍt price of the item(s) purchased on
the bank statement

þ ves []No E N/A Remarks:

13. Are CalCards maintained in a secure area?
tf'v". l-l ruo l-l ruln Remarks: ln a locked desk drawer.

14. Are Cal Card purchases pre-approved by the
comrnander? ffi ves nruo E ¡¡ln Remarks: This requirement is listed in

the Area SOP

15. Haveallcardholders received training on the
Department's procurement processes? I Yes Xruo fl N/A

Remarks: Automotive Technician ll
Richard Paredes, 1D410266, dìd not
receive procurement tråining, Central
Division did not have room to train
every employee who needed the
traininq

16. Are item(s) purchased with the Cat Card prohibited
by departmentat policy? n Yes Xto fl N/A Remarks

CHP 680D (Rev- 0948) OPI 010



STATE OF CALIFORNIA
DEPARÏMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uommand:

Hanford Area
Division:

Central DÌvision
Chapter:

3 - CAL-Card
lnspected by:

Douq Puder, lD 10045
Dale:

11t0312008
::::::=:=:=::-:::::::::::::=::::=:=::::::::::::::,::::::::=::::=::::::::::::::::::
INSÏRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter tÉre next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement' identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP-S1 lr/emorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Levet fr Command Level

! Executive Office Level

E
tr
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

@ves f ruo

Forward to:

H¡rt¿*¿ÐoVæwu
Date:

1110312008
Due Date: /

\\
lnspector's Comments Regarding lnnovative practices:

None identified.

The forms prov¡ded for this evaluation, as well as the instructions for completing these forms, are not
adequate to ensure a uniform review of this subject has been conducted. As currently written, the
instructions for completing this form allow for responses which are far too subjective to provide a
meaningful evaluation of all commands.

The instructions for each item to be reviewed should be sufliciently expanded so as to make them very
specific, comprehensive and easy for the lnspector to understand- The instructions should list exactly
which docurnents or processes need to be examined, they should list specifically what the lnspector
should be looking for, and they should provide solid examples of what is appropriate and what isn't
appropriate. The instructions should be written in suflicient detail so as to make the inspection forms
"stand alone" documents. References to other publications (i.e., SAM manual, Government Code,
Depañment policy, etc., ) may be provided to answer obscure questions that may arise. However, an
lnspector should definitely not be required to reference these types of sources on a routine basis in
order to cornplete the inspection forms.

l ln.snector's Fin.linoq'

See Attachment (Page 4).

CHP 6804 (Rev 09-08) OPI 0t0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PAIROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Hanford Area
Division:

Central Division
Chapler:

3 - CAL-Card
lnspected by:

Douq Puder, lD 10045
Date:

11t0312008

Commander's Resþonse:

Concur with lnspector's findings

or's comments:

N/A

Requiied Action

Corrective Action Plan/Tímeline

OSS I Cynthia Gonzales, lD 405589, received procurement training from the Department on September
16,2008. Due to limited seatíng atthe Central Division office, AT ll Richard Paredes, lD 410266, was
unable to attend this training. Ms. Gonzales will provide procurement training to Mr. Paredes prior to
December 31, 2008. This training will help to ensure all of our CAL-Card purchases are being made in
accordance with state law and Department polÍcy.

HPM 11.2, Section 6.d. indicates the Department's CAL-Card Program Activity Coordinator
maintains a database of certified suppliers whose necessary documentation is already on file. Policy
says this individual is supposed to forward periodic updates on this database to the Approving Official
(at Divisions) so they can disseminate this database to their cardholders. The Hanford Area will attempt
to obtaín a copy of this database prior to December 31, 2008. We plan to rely heavily on this database
to help us ensure we are complying with all mandated purchase requirement.

Effective immediately, Ms. Gonzales will be responsible for preliminarily revíewing her own CAL-Card
purchases as well as those made by Mr. Paredes. Ms. Gonzales will ensure the purchases are
appropriately documented and explained on the CHP 317 before they are forwarded to the Area
Commander for final Area approval. The aforementioned review process will begin immediately and will
be utilized to process all CAL-Card requisitions submitted by the Hanford Area as of today's date
(11t03t2008).

CHP 6804 (Rev 09-08) OPI 010



SIATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Hanford Area
Oivision:

Central Division
Chapter:

3 - CAL-Card
lnspected by:

Douq Puder, lD '10045
Date:

1110312008

Appeal PfoCeSS: (Appeàts shall be fited within five (5) buslness days of the completed chapter inspection).

Commander's Basis for Aopeal:

N/A

Appeal Review/Decision: ffhis shau be the onty tevet of appeat).

ö;i";52*y-,1--t-
Date:

11t03t2008
-Responding Co\$le/s Signature (for appeal): Date

CHP 6804 (Rev O9{8) OPI 010



SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 4

lnspector's Findinqs

Hanford Area's CAL-Card files and CHP 317 (CAL-Card Logs) for 2007 and 2008 were reviewed. The
following discrepancies were noted during the review:

. Failure to uniformly and properly code the CHP 317
1. The status of "Required paperwork" was not always indicated.
2. "On file" or "Attached" was not always indicated.

o Emergency purchases were not always adequately explained on the CHP 317 ("Description of
Purchase" field).

. "Fair and Reasonable" method of purchasing is not documented and properly justified.

. Several vendors were used which were not Certified Small Businesses nor Certified Disabled
Veteran owned businesses and no explanation was provided for using these vendors.

. One ínstance was identified in which it appears a purchase was split into two transactions to
circumvent transaction purchase limits. Two purchases of propane were made on January 10,
2007, from Coast Gas Company. One of these purchases was for $950.00 and the second
purchase was for $278.12. The Deparlment previously had a contract with Coast Gas Company
but allowed the contract to expire. Hanford Area was instructed by Facilities Section to use Coast
Gas Company for propane purchases and pay for the purchase of propane with a CAL-Card. lt is
believed the amount of propane delivered exceeded the $1000.00 purchase limit. This was the
only instance of split purchases identified.

. One CAL-Card holder (Mr. Richard Paredes, lD 410266) has not received procurement training
from the Deparlment.

CHP 6804(Rev O9-OO) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:

Madera
Division:
Central

Number:
450

Evaluated by:

Lieutenant D. Paris
Date:

12t22t2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal stalues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level I Command Level

! Executive Office Level n Voluntary Self-lnsôection

Lead lnspector's Signature:

Follow-up Required:
l-l Yes l-l No

E Follow-up lnspection Command erþ.Signature Date:

tu/zzhttul \)_

For applicable policy, refer to: HPM 1 1.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes n ¡lo Irun Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X ves !No I riUn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes ! ¡,lo n ruln Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes nruo T N/A Remarks:

5, lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

I ves nruo f, N¡n Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nNo nvn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? [] Yes XNo tr rutn Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes nruo Dvn Remarks:

I Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes ! t¡o Ivn Remarks:

CHP 6800 (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes fjNo !run Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes fl r.lo ! N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unít price of the item(s) purchased on
the bank statement.

X Yes nruo I N/A Remarks:

13. Are CalCards maintained in a secure area?
X Yes l-l trto l-lvn Remarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes E tlo n ruln Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes DNo ! ruln Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? [] Yes XNo []vn Remarks:

CHP 6800 (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNÍA HÍGI.íWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1oÍ2

Command:

Mariposa
Division;

Central
Number:

455-08-002
Evafuated by:

Sgt, Edward Greene, #11281
Date:

1212412008

OSS.1 Smith, #45258
t:

Carrie
Date:

12t24t2008

ll in the blanks as indicated, Any díscrepancies with policy,
mmenled on via the "Remarks" section, Addilionaily, such
ocument and addressed to the nexl level of command,

TYPE OF INSPECÏION

! Ðivision Level X Cornmand Level

n Executive Otfice Level ! Vofuntary Self-lnspection

Lead I nspector's Signature:

Follow-up Required:
Ll Yes X ruo

Lj Follow-up lnspection Comm uît,Í, t )
uate:

lz.z1.8
For applicable policy, refer to; HPM 1,1,2, Chapter B

1. Are ail emptoyees associated with the use of the Cal_
Card program completing the CHp 7gS, Conflict of
tnle¡e-st Statement, Emplovee, form?

X Yes n ¡¡o tr rurn Remarks:

2, Are STD. 21 Drug Free Workplace certif¡cations
maintained within the Cal Card command file for
each vendor utilized?

ñ yes fl ruo Dvn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

ffi Yes n ¡¡o n rule Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

n Yes X trlo n ru¡n Remarks: As needed.

5. lf the vendor is a smalt business or DVBE ís utilized,
is the certifÍcatíon letter from the Department of
General Seruices maintained in the file?

fi ves [ruo Drun Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes I t'lo ü ru¡n Remarks:

7. Are purchases split ínto muttiple transactioñs in order
to circumvent transaction purchase limits? ! Yes X t¡o fl ru¡n Remarks:

8. Does the CHP 317 Cal Card Log fuily OescrTne tfre
purchase? X ves n ¡¡o n nln Remarks:

v. Are ÞanK srarernents reconcited with the CHp 017
Cal Card Log and the receipts/invoices? X Yes tr t'to fl rurn Remarks:

CHP 6800 (Rsv 09.08) OPI 010



Page 2 of 2
STAÏË OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Prograrn

10. ls the CHP 317 Cal Gard Log properly authorized
and maintained? X yes !No E ru¡n Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes ! ¡lo [ rutn Remarks:

12. Do non-itemÞed purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes !No E ru¿n Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes fl tlo ll vn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo [ ru¡n Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes nruo n ¡¡ln Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? E Yes X l.¡o Xvn Remarks:

CHP 6B00 (Rov 0948) OPI 010



STATË OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HJGH\¡/AY PAÏROL

COMMAND INSPECTION PROG R,AM
fNSPECTION CHECKLIST
Chapter 3, Çommand Procurements
Cal-Card Program

Page 1of 2

Comnrand:

Los Banos
Division:

Central
Nurììber:

Evalualed by:

Serseant Kevin Smith lD 11873
Date;

412212009
Assisted by:

Jill Briozo - OSS t

Date:

412212009

INSTRUCIIONS: Answer individual iter¡s with "Yes" or "No" answers, or fill in the blanks as indicated, Any discrepattcies with policy,

applicable legal stalues, or deficiencies noted in lhe inspections shall becorlmented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the nexl fevel of command.

Furthermore, the Êxceptions Documenl shall inciude any follow-up and/or corrective action(s)laken. lf this form is used as a Follow-up

ction, lhe "Follow-up lnspection" box shall be marked and only deficient items need to be re-i

TYPE OF INSPECTION

tr Division Level X Comrnand Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required: | ! rottow-up lnspection

I Yes X I'lo I

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Stalement, Employee, forrn?

X Yes I t¡o n ru¡a Rernarks;

2. Are STD, 21 Drug Free Workpiace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes XNo ! nrn Remarks:

3. Are STD, 204 Payee Data Record forms mainiained
in the Cal Card command file for each vendor
ulilized?

fi Yes ü ¡¡o tr ruln Rernarks:

4. Are California lrttegrated Waste ManagemetrI Board
Form 7 4 documents maintained for each vendot'
ulilízed?

X Yes n ¡¡o tr ru¡n Rernarks:

5 lf the vendor is a small business or DVBE is utilized,
is the certífícatiort letter from the Deparlment of
General Services maintained in the file?

E Yes []No n N/A Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes fl wo ! Ntn Remarks:

Z Àr" purchases split iÀio multiple transactions in order
to circumvenl transactiorr purclrase limits? ! Yes [X I'lo I ru¡n Remarks

a öoes tne cÊp g17 carca-iO Log rully describ'ãìhe
purchase? E ves ! tlo tr ¡i¡e Remarks

-s 
Ãre bank siaternents rãðõnãiec w¡ttr the CHÞ'517
Cal Card Log and the receipts/ínvoices? X ves D t'lo n nln Remarks:

cr.rP ß800 (fìev 0-4.08, oPr 010



Page 2 of 2

STATE OF CALIFORNIA
DEPARTivIENT OF CALIFORNIA HIOHVT/AY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapler 3, Command Procurernents
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly aulhorized
and rnainlained? X Yes nruo [ ¡r¡n Remarks:

1 1. Are credit invoices/receipts for relurned items
rnaintained with the bank staternent? X Yes I trlo ! ruln Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement,

I Yes XNo ! N¡n Remarks:

13. Are CalCards maintaíned ilr a secure area?
lX Yes i-l ¡lo N N/A Relnarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes INo [] n¡n Remarks:

15, Have allcardholders received training on the
Deparlment's procurement processes? X Yes INo ! ru¡n Remarks;

16. Are item(s) purchased with the Cal Card prohibited
by de partmental policy? I Yes X t'lo X n¿n Remarl<s:

C,-lr) 1i800 (nev 09-08, OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION GHECKLIST
Chapter 3, Gomrnand Procurements
Cal-Card Program

INSTRUCTIONS: Answer individual items with "Yesn or'No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Addítionally, such

discrepancieð and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection' box shall be marked and only deficient items need to be re-ins

Chowchilla
River lnsp.

TYPE OF INSPECTION

fl Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
l-l Yes X no

! Follow-up lnspection Commander's Siqnature: vler,r, Qffi7a..*.-^-<-
Date:

t=/s'AK
For applicable policy, refer to: HPM 1 1.2, Chapter 3

Are all employees associated with the use of the Cal-
Card program completing the GHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes nNo [run Remarks:

2. Are STD, 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

X Yes fl No !Nn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes !No !vn Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes nNo ! N/A Remarks:

5. lf the vendor is a small business or DVBE is utilÍzed,
is the certification letter from the Department of
General Services maintained in the fle?

X Yes !No ! N/A Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nruo lrun Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? E Yes XNo ! ru¡n Remarks:

8. Does the CHP 317 CalCard Log fully describe the
purchase? X Yes !No T ru¡N Remarks:

L Are bank statements reconciled with the

Ç,a [ Çq¡-d. Log gnd J[e re-ceipts/invoices?
17

X Yes nNo !run RemaÍks:

cHP 6800 (Rev 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNA HIGI-WAY PATROL

COMMAN D INSPEGTION PROGRAM
INSPEGTION CHEGKLIST
Ghapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Gal Card Log properly authorized
and maintained? X Yes !No ! ru¡n Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes Druo nrun Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes ! l,¡o ! N/A Remarks:

13. Are Cal Cards maintained in a secure area?
XlYes l-l ruo ¡ N/A Remarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes nruo n ¡¡n Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes E tlo nnn Remarks:

16. Are item(s) purchased with the Gal Card prohibited
by departmental policy? X ves X t¡o lNn Remarks:

CHP 6800 (Rev. 09{6) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of2

Command:

Modesto (465)
Division:

Central (+01)
Number:

Evaluated by;

Captain L. Duncan, 13406
Date:

12,15.08
Assisted by:

OSSl H, Koelmans,46008
Date:

12,15,08
::::::::::=:::::::::=::==::::::::::::---
INSTRUCTIONS: Answer individual ilems with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commenled on via the i'Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed lo the nexl level of command.
Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective actlon(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF I

I Division Level X Command Level

! Executive Office Level f]Voluntary Self-lnspection

Follow-up Required:
Yes IX No

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of

form?
2. Are STD. 21 Drug Free Workplace certifications

maintained within the Cal Card command file for
each vendor utilized?

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

lf the vendor is a small business or DVBE is utilized,
is the certification letter frorn the Department of
General Services maintained in the file?

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

Does the CHP 317 CalCard Log fully describe the
purchase?

9. Are bank statements reconciled with ihe CHP
Cal Card Loo and the receiots/invoices?

o

Ã

o

7

I nspector's S ignature:

Commander's SignatuFollow-up lnspection

Remarks: Office suPPlies are
generalized due to limited space on
the CHP 317: however, an ¡temized
order sheet is maintained

HP 680D (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes lNo fl N/A Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nNo n N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes nruo ! uln Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l trto l-l N/A Remarks:

14, Are Cal Card purchases pre-approved by the
commander? X Yes nruo n ruln Remarks:

15, Have all cardholders received training on the
Department's procurement processes? X Yes I t'lo trvn Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? E Yes XNo n N/A Remarks:

HP 6B0D lRov 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:
Coalinoa Area

Division:

Central Division
Numbe[:

495
Evaluated by:

Robert Brunell, lD 14612
Date:

1210312008
Assisted by:

Dave Knoff, lD 13682
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the lnspection" box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

! Division Level I Command Level

X Executive Office Level n Voluntary Selt-lnspection

Follow-up Required:
X]Yes [lruo

[J Follow-up lnspection Commandefs Signature:

2à.2
Date:

,2,/zz,/ t,
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

I ves XNo ! ¡rn Remarks: Area Cal-Card users were
unaware of the requirement to
comnlete this form.

2. Are STD. 21Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

! Yes XNo ! ¡l¡n Remarks: They are on file for the
majority of vendors, but not all
vendors.

3. Are STD.204Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

! Yes X ¡.,1o ! N/A Remarks: They are on file forthe
majority of vendors, but not all
vendors.

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

! Yes XNo Trun Remarks: The CIWMB Forms are
rarely attached when required.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
GeneralServices maintained in the file?

n Yes XNo ! rula Remarks: The certification letters are
maintained for approximately half of
the vendors,

6. When fair and reasonable is utilized,'is the fair and

reasonable method documented and properly
justified?

K Yes nNo I ru¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ! Yes XNo ! ru¡n Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes fl No I ru¡n Remarks:

9, Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes ! tto ! ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? D Yes Xl No D N/A Rêmarks: The status of "Required

Paperwork" was not always indicated.
Associated chebk boxes are
frequently checked and/or omitted in
error.

11. Are credit invoices/receipts for returned items
maintained with the bank statement? E Yes fl t'¡o Xrun Remarks: No returns were found.

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement,

E Yes flNo XruN Remarks: Purchase receipts are
itemized.

13. Are Cal Cards maintained in a secure area?
X Yes l-l tlto rl N/A Remarks:

14. Are CalCard purchases pre-approved by the
comrnander? X Yes !No D ¡vn Remarks:

15. Have allcardholders received training on the
Department's procurement processes? X Yes nruo n ru¡n Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departrnental policy? ! Yes XNo ! N/A Remarks:

CHP 680D (Rev. 0948) OPI 0r0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspeclion in the Chapter lnspection number, Under "Fonvard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Coalinoa Area
Division:

Central Division
Chapter:

3 - Cal Card
lnspected by:

Robert Brunell, lDl4612
Date:

1210312008

TYPE OF INSPECTION

fl Division Level I Command Level

n Executive Office Level

X Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Followup Required:

X yes n ¡lo

Forward to:
Central Division

Due Date:

Commander's Signature: Date:

lnspector's Comments Reoardinq lnnovative Practices:

None ldentified,

Command Su for Statewide t

I S

o Coalinga Area's CAL-Card files and CHP 317 (CAL-Card Logs) for the past three years were
reviewed, The following discrepancies were noted during the review:

. Area employees associated with the CAL-Card Program have not completed the CHP 78S,
Conflict of lnterest Statement, Employee form. Area users were unaware of the requirement to
complete this form,

o STD. 21 Drug Free Workplace ceÍifications were not maintained for all of the vendors utilized,
Some of the STD, 21's need to be renewed.

. STD, 204 Payee Data Record forms were not maintained for all of the vendors utilized. Some of
the forms need to be renewed and updated forms utilized.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Coalinoa Area
Division:

Central
Chapter;

3 - CAL-Card
lnspected Þy:

R. Brunell, Serqeant, lD 14612
Date:

12103t08

ator's Findi continued):

. Several STD. 204's were incomplete, namely Drumright's. Some of the STD. 204 forms need to
be renewed, and the latest version of the form has not always been utilized.

. Thg California lntegrated Waste Management Board Form 74 documents were rqrely attached to
the CAL-Card logs when required by policy and State law.

¡ Small business or DVBE certification letters from the Department of General Services were
maintained for approximately half of the vendors/transactions.

. Area has failed to uniformly and properly code the CHP 317.
1. The SB/MB/DVBE boxes were not always completed.
2. The status of "Required Papenruork" was not always indicated. The "On file" and

"Attached" boxes were frequently completed erroneously.

Commander's

Concur with lnspector's findings.

ln tor's Comments:

None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonruard to;" enter the next level of command where the document
shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for slatewide
improvement, identifled deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

uomman0;

Coalinqa Area
utvrsron:

Central Division
uhapler:

3 - Cal Card
lnspected by:

Robert Brunell, lD1 4612
uale:
12103t2008

TYPE OF INSPECIION

! Division Level fi Command Level

fl Executive Office Level

X Corrective Action Plan lncluded

f] Appeal lncluded

fl Attachments lncluded.

Follow-up Required:

X Yes fJllo

Forward to:
Central Division

Due Date:

Commander's Sig nature: Date:

lnspector's Comments Reqardinq lnnovative Practices:

None ldentified,

Command Su s for Statewide lm

lnstructions should accompany the inspection checklists to assist the inspector, lnstructions
should clearly identify the methodology to be used by the inspector, An inspector should know
exactly what to look for; and clear examples should be provided. , Alternatively, the Depañment
could conduct training for all personnel before they are utilized as inspectors. lnstructions and/or
training would greatly enhance the meaning and uniformity of the DepaÉment's inspection
process.

Field commands frequently experience changes in personnel, This has been particularly true of
Coalinga Area's clerical staff over the past 18 months. Because a fairly complex working
knowledge is required to successfully complete the multitude of tasks involved in the procurement
process, the turnover of personnel, ¡n general, significantly increases the difficulty of complying
with our vague policies when it comes to acquiring the goods and seru¡ces necessary to run the
daily operations of a command. Policies must be developed to provide a clear and concise
understanding to employees so that we may act in accordance with state laws as well as assist
those within the command tasked with routine inspection and audit of procurement practices.
Any policy or procedural changes which would fuÉher centralize the procurement process or
reduce the turn-over of involved personnel should strongly be considered,
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page2

lnsoector's Findinos:

. Coalinga Area's CAL-Card files and CHP 317 (CAL-Card Logs) for the past three years were
'reviewed. The following discrepancies were noted during the review

o Area employees associated with the CAL-Card Program have not completed the CHP 78S,
Conflict of lnterest Statement, Employee form. Area users were unaware of the requirement to
complete this form,

. STD, 21 Drug Free Workplace certifications were not maintained for all of the vendors utilized,
Some of the STD. 21's need to be renewed.

. STD. 204 Payee Data Record forms were not maintained for all of the vendors utilized. Some of
the forms need to be renewed and updated forms utilized.

I nvestioator's Findinos (continued) :

. Several STD. 204's were incomplete, namely Drumright's. Some of the STD. 204 forms need to
be renewed, and the latest version of the form has not always been utilized."

. The California lntegrated Waste Management Board Form 74 documehts were rarely attached to
the CAL-Card logs when required by policy and State law.

. Small business or DVBE cedification letters from the Department of General Services were
maintained for approximately half of the vendors/transactions.

o Area has failed to uniforrnly and properly code the CHP 317.
1. The SB/MB/DVBE boxes were not always completed,
2. The status of "ReQuired Papenruork" was not always indicated. The "On file" and

"Attached" boxes were frequently completed erroneously.

Commander's Resoonse:

Concur with lnspector's findings,

NS r's Comments:

None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Coalinoa Area
Division:

Central
Chapter:

3 - CAL-Card
lnspected by:

R. Brunell, Sergeant,lD 14612
Date;

12103108

All Area employees associated wíth the CAL-Card program will complete the CHP 78S no later than
1210512008.

Sergeant Larkin VanderMel, Auto Technician ll Terry Taylor, and Office Services Supervisor Jennifer
Courtney received procurement training from the Department on September 16, 2008,

We will contact the Department's CAL-Card Program Activity Coordinator and the Approving Official (at
Central Division) in an attempt to obtain access to the database of certified suppliers whose necessary
documentation (SB/MB/DBVE certification, STD. 204, STD. 21) is already on file. Alternatively, we will
utilize the Department of General Services internet site to determine the certification status of vendors.
Lastly, AT ll Terry Taylor, lD A04345, will ensure all required documentation is complete at the time
purchases are made, Collectively, these measures will help ensure all of our CAL-Card purchases are
being made in accordan'ce with state law and Department policy.

Effective immediately (1210312008), Terry Taylor will be responsible for preliminarily reviewing all Area
CAL-Card purchases. Terry Taylor will ensure the purchases are appropriately documented and
explained on the CHP 317 before they are fonryarded to the Area,Commander for final Area approval,

N/4.

I Review/Decision: (This shalt be the onlv level of eall.

N/4,

a

Date:

tz /o'z/uc
Responding Commander's Siglnature (for appeal); Dale:
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